
 

 
JOB 

DESCRIPTION 

Class Code  4501/Exempt 
Position Title Manager 
Working Area Risk Management 
Effective Date October 1, 2002 
 
 
Scope 
High-level administrative and supervisory work analyzing, evaluating and implementing the risk management 
programs. 
 
Essential Functions  
Note: These are intended only as illustrations of the various types of work performed.  The omission of 
specific duties does not exclude them from the position if the work is a logical assignment to the 
position. 
 
Supervise risk management staff and programs.  Analyze and evaluate risk management and benefit program 
changes.  Coordinate with broker, actuarial, outside council and departments and divisions.  Prepare and be 
accountable for $6.8M annual risk management budget.  Administer accident reporting of workers’ 
compensation, properly and liability insurances.  Approve invoices that include claim payments and payment to 
all benefit program carriers.  Be responsible for claims management that includes hearings, mediations and public 
hearings.  Oversee settlement claims. 
 
Minimum Qualifications  
 
Knowledge and Skills 
Regulations governing risk management administration.  In-depth knowledge of various types of insurance 
programs including claims processing and federal and state statutes.  
 
Analyze insurance policies, coverage, and procedures.  Establish and maintain effective working relationships 
with elected officials, department officials, employees, insurance representatives, and the general public.  
Communicate well orally and in writing.  Operate a personal computer and associated software. 

Education 
Bachelor’s Degree in Business or Public Administration or a closely related field, and five (5) years’ of 
responsible administrative experience within the risk management field.  Preference will be given to candidates 
with ARM certification or other related designation.  A comparable amount of education, training, or 
experience may be substituted. 
 
Must possess and maintain a valid Florida Driver’s License. 
 
Working Conditions 
The work environment for this position is an office setting.  The incumbent performs most duties while sitting at a 
desk, workstation or table.  Incumbent is exposed to electrical energy found in an office environment. 
 


